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Do You UTS? 
Breaking News: 
Recently, new upgrades were completed on the Unit Travel System (UTS), which make it 
easier for the AO to know there is a claim waiting for approval and the traveler know when 
their claim is approved.  Each AO and Traveler should ensure that they click on the profile 
icon and add their Office E-mail Address to their security page.  Once you update your  
e-mail address click the previous screen button at the bottom of the page, then click the save 
button in the bottom right corner of the main profile page.   
 

     

When the traveler sends the claim to the AO, the AO receives an e-mail like this:  
 
The following travel/advance request is awaiting authorization: 
Traveler Name: COASTIE, IMA J. 
TONO: 1103555566660000 
Dates of Travel: 03/01/2003 - 03/01/2003 
 
When the AO approves the claim, the member receives an e-mail like this: 
 
The following travel/advance request has been approved: 
TONO: 1103XX0000000000 
Dates of Travel: 03/03/2003 - 03/05/2003 
 

This is 
where you 
will enter 
your e-mail 
address. 
� 



 
 
 

Friendly Reminders:   
PCS Claims:  We have noticed a number of members submitting claims for their 
PCS move via UTS.  UTS is NOT to be used for Permanent Change of Station  
(PCS) Claims.  PCS claims submitted via UTS can not be processed correctly and 
could result in a delay of your entitlements.  You will be required to resubmit 
these claims in hard copy format.   
Advances:  Please remember that if you submit a request for advance via UTS it 
will automatically be calculated when you submit your settlement.  Please do not 
enter any amount in the Amt. Previously Advanced block if you processed your 
advance via UTS.  Only complete this block if you manually faxed or mailed the 
advance request, or received travelers’ checks as an advance.    
 

 
 
Be sure to check this site for updated information: 
http://www.uscg.mil/hq/hrsic/Manuals-Pubs-Newsletters/Travel/uts/faq/faq.html 
 
Please share this important information with all of your travelers in your unit/area 
so that they can stay informed of important UTS changes and improvements.  
Please send your suggestions for improvements to: mailto:hrsic-utscst@hrsic.uscg.mil 

Coming next month Split Disbursement—soon you can pay your credit card 

right from UTS, and forget about spending your hard earned money for stamps!
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